Supervisor TO DO List for PP 23:  

webTA URL will be available on November 18, 2008
Step 1 – DELEGATE back up supervisor(s) in webTA.  (see instructions) 


If you get a message indicating you cannot delegate to 


the person you are 
selecting, contact your Area office.  (Delegates 


must be assigned the supervisor role within webTA.)  
Step 2 – Optional - Set up email folder for webTA emails 
(see instructions)

Step 3 - Ensure all employees are listed

Step 4 – Ensure all T&A’s are certified.
Instructions available on the Pay and Leave website: http://www.afm.ars.usda.gov/hrd/payleave/index.htm
